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Authenticating  your  LBB SharePoint  Guest account  

1.  You will receive an email Invitation  :  

If it is an invitation to an LBB MS Team you should be able to access the team as soon as you have set up 
authentication. 

If it is an invitation to an LBB SharePoint Site, although you may have received an invitation to set up your 

authentication you may not have been added to the Site itself, so please set up the authentication and contact 

your LBB staff member who should be granting you access if you do not appear to have been sent a link access to 
a specific site, library or file. 

• Click link: Open Microsoft Teams in the email. You will see one of the following messages: 

• If you see a message asking for More Information: 

• Go to section 2. First time access 

• OR If you see a message asking you to Sign in: 

• type in the email address your invitation was sent to and click Next 
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• This takes you to the Enter code screen* 

You will receive an email from Bromley (via Microsoft) with subject: Your Bromley account verification code: 

• open the verification email and copy the code 

• return to the Enter Code screen (* above) 

• paste the code into the Enter Code screen and click Sign in 
• Go to next section 2. First time access 

2.  First time access:   
• On the “More Information required screen”, click Next 

• This takes you to the Microsoft Authenticator. 

If this is the first time you have accessed this Site/Team, you will need to choose an authentication method: 
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If you do not already use Microsoft Authenticator we recommend you choose phone authentication as it is more 

straightforward. NB. if you change your phone, but not the phone number, you can still use it to authenticate. 

• click I want to use a different authenticator app 

• then choose Phone and click Confirm 
• add the phone number you wish to use, click Next 

• enter the code sent to your phone, click Next 

•  you  receive confirmation your phone  is registered.  

•  click Next  

You will be asked to enter a phone authentication code each time you log in to the site. 

Or you may prefer to use Microsoft’s Authenticator if you are familiar with it.  

NB. If you change your phone, the app will need to be set up again on the new phone. 

• if you need the App, click Download Now 
• otherwise click Next 

You will be asked to use the Microsoft Authenticator app each time you log in to the site. 
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